
SCHEDULE NO. 
C-688 

R E C O R D S RETENTION A N D DISPOSAL S C H E D U L E R E C O R D S RETENTION A N D DISPOSAL S C H E D U L E 
PACE NO. 

^ ^ ^ ^ ^ ^ 1 of 2 

Howard County 

AGENCY Dept. of Planning & Zoning DIVISION Zoning Admin. 
ITEM 
NO. DESCRIPTION RETENTION 

1. GENERAL ADMINISTRATIVE CORRESPONDENCE 
Contents: 

Screen annually. Destroy 
material no longer .needed. 

Letters, reports, memorandums, newsletters and 
miscellaneous materials which reflect normal office 
operations 

ADMINISTRATIVE ADJUSTMENT FILES 

Date: Files date back to 1976 

Contents: 

3. 

a. Application; b. Property Plat; 
c. Certification of Posting of Property; 
d. Correspondence; e. Director's Decision 

ZONING VIOLATION FILES 

Date: Files date back to 1949 

Contents: 
a. Z&riing Violation Origination Form; 
b. Inspection Reports; c. Photographs; 
d. Telephone Notes; e. Correspondence; 
f. Zoning Violation Notice; 
g. Cease and Desist Orders; 
h. Court Decision 

ZONING MAP AND REGULATION AMENDMENT FILES 

Retain original files for 7 
year s. Thereafter, 
microfilm application and 
Director's decision. 
Upon validation of microfilm, 
destroy paper record. 
Retain microfilm permanently; 
transfer periodically to 
State Archives. 

Retain original files for 7 
years. Thereafter, 
microfilm violation notice. 
Upon validation of microfilm, 
destroy paper record. 
Retain microfilm permanently; 
transfer periodically to 
State Archives 

Date: Files date back to 1948 

Contents 
a. Petition of proposed amendment; 

Retain original files for 7 
years. Thereafter, 
microfilm entire file. Upon 
validation of microfilm, 
destroy paper record. Retain 
microfilm permanently; 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

'/DATE 

SCHEDULE APPROVED BY 
AGENCY, OR DIVISION REPRESENTATIVE 

DATE SIGNATURE 
CS - 90-588 



I tem 
No . 

RECORDS RETENT ION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

Description 

SCHEDULE 
N 0 - C-688 
PAGE 
NO. 2 of 2 

R e t e n t i o n 

ZONING MAP AND REGULATION:'.AMENDMENT FILES (continued) 

Contents: (cont.inued) 
b. Property Plat; c. Planning Board • 
Recommendation & Staff Report; 
d. Affidavit by Petitioner; e. Certification of 
Notice Posting of Property; g. Correspondence; 
h. Exhibits; i. Resolution and/or Decision 
and Order 

BOARD OF APPEALS DEPARTMENTAL APPEALS 

Date: Files date back to 1930 

Contents: 
a. Petition of proposed appeal; b. Property Plat; 
c. Department Affect - Staff Report or Comments;-
d. Affidavit by Petitioner; e. Certification 
of Notice of Hearing and Posting of Property; 
f. Correspondence; g. Exhibits; 
h. Resolution arid/or Decision and Order. 

BOARD OF APPEALS SPECIAL EXCEPTION, 
VARIANCE AND NON CONFORMING USES 

Date: Files date back to 1948 

Contents: 
a. Petition; b. Property Plat; c. Planning 
Board Recominendation & Staff Report; 
d. Affidavit by Petitioner; e. Certification of 
Hearing & Posting of Property; f. Correspondence; 
g. Exhibits; h. Resolution and/or Decision and 
Order. 

IBOARD OF APPEALS SIGN REQUESTS 

pate: Files date back to 1973. 

Contents: 
Petition of Proposed Request; b. Property Plat; 
DPW Staff Report; d. Affidavit by Petitioners; 

fe. Certification of Notice of Hearing and Posting 
pf Property; f.' Correspondence; g. Exhibits; 

Resolution and/or Decision and Order. 

transfer periodically to 
State Archives. 

Retain original files for 
7 years. Thereafter, 
microfilm entire file. Upon 
[validation of microfilm, 
destroy paper record. Retain 
microfilm permanently; 
transfer periodically to 
State Archives. 

Retain original files for 7 
jyears. Thereafter, microfilm 
ntire file. Upon validation 

bf microfilm, destroy paper 
record. Retain microfilm 
permanently; transfer periodical 
to State Archives. 

Retain original filescfor 7 
years. Thereafter, mi crof i1m 
Decision and Order. Upon 
validation of microfilm, 
destroy paper:; record. Retain 
microfilm permanently; 
transfer periodically to 
State Archives. 



INSTRUCTIONS--TYPE OR PHINT A 
SEPARATE FORM FOR EACH NEW OR " 

'REVISED RECORD SERIES. FORWARD 
^ p k H RECORDS RETENTION SCHEDULE 
i R s SIO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT D IV IS ION 

7271 WATERLOO ROAD 
P .O . BOX*X7l 

JESSUP, MARYLAND 20704 

AGENCY RECORDS INVENTORY 
INSTRUCTIONS--TYPE OR PHINT A 
SEPARATE FORM FOR EACH NEW OR " 

'REVISED RECORD SERIES. FORWARD 
^ p k H RECORDS RETENTION SCHEDULE 
i R s SIO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT D IV IS ION 

7271 WATERLOO ROAD 
P .O . BOX*X7l 

JESSUP, MARYLAND 20704 PACE \ OF 1 

j |. DEPARTMENT/AGENCY 

| " DPZ/DZA&E 
2. D IV IS ION 

Zoning Admin. & Enforcement »• U , , T n/a 

DEFINITION-RECORD ERIES-* , " O U ' ° R RELATED RECORDS NORMA 1.1.V PIUCD AMD V M O AS A UNIT POM 
M F t w e w e r AS WELX. AW KITINTIOW AND DISPOSITION pun^oaga 

RECORD SERIES TITLE 
General Correspondence Files 

•. EARLIEST YEAR/LATEST YEAR 
3 981 T O current 

RECORD SERIES DESCRIPTION | B " , , * r i - r OEWCRIRE THE TYFE8 OP INFORMATION/DOCUMENTS/FORMS POUND 
1N THE SERIES. INCLUDE THE PURPOSE OR PBNCTION OF THK l E r i E I ) 

a. Copy of all our office's correspondence (pinks) 
b. All zoning inquiries received from the public with the office's response. 
c. Accounting forms (purchase orders, employee expenses; store requisitions, etc) 
d. Interoffice correspondence 
Q Off i Proc(?clin"6S i f.' Other - letters, reports, memorandums, newsletters and miscellaneous m a t e r i a l s 

which reflect normal office operations. 

7. RECORD SERIES FORMAT (S) 

LETTER SITE O MICROFILM 

^ ^ L G A L SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC IFY) 

». RECORD SERIES SEQUENCE 

O ALPHABETICAL 

(^NUMERICAL 

% CHRONOLOeiCAL 
O CEOCRAPHICAL 

O OTHER(SPECIFY) 

t. VOLUME 
* FILE DRAWER(S) 
O MICROFILM R E E L ( S J 

8 0 COMPUTER T A P E ( f i ) 
NUMRER p ©THERJSPECIFY) 

7. RECORD SERIES FORMAT (S) 

LETTER SITE O MICROFILM 

^ ^ L G A L SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC IFY) 

». RECORD SERIES SEQUENCE 

O ALPHABETICAL 

(^NUMERICAL 

% CHRONOLOeiCAL 
O CEOCRAPHICAL 

O OTHER(SPECIFY) 
10. ANNUAL ACCUMULATION 

C? FILE DRAWER( S ) 
1—1/2 ° MICROFILM REEL(S) 
NUUkr* 0 COMPUTER TAPE(S) 

D BrwfBlsPFrirvl 
l t * FILE IS USED 

a DAILY O WEEKLY D MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

R U * * h r ° »YXAR(S, 

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 

George Howard 
14. IS RECORD SERIES DUPLICATED ELSEWHERET 

t l F VES, SPECIFY AOENCV OR OFFICE) 
o Y E S yp N O 

IS. ACCESS RESTRICTIONS C Y E S 3D N O 
( I F YES, C I T S LAW(s) * RCOULATIONI•) 

IC. A U D I T REQUIREMENTS 

) P NONE O STATE O FEDERAL 0 INDEPENDENT 

17. IS A N INDEX SYSTEM USED? (\w YCW.EXPLAIN 
BRIEFLY AKB DESCRIBE ANY NAnDtARc/ tOPT IAM) 

O Y E S R N O • 
10. RECOMMENDED RETENTION 

Screen .annually. 
Destroy material no longer needed. 

I 

HAME A N D TITLE OF PREPARER 
Marsha McLaughlin 
File Retention Officer 

20. TELEPHONE NUMBER 
(430) 313-2350 

21. DATE 
3/6/92 

DCS SSO-4 (REVISED 2/07) 



INSTRUCT : T < S - -TYPE O R PRINT A 
SEPARATL FORM FOR E A C H N E W O R 
^fclEED RECORD SCRIES. FORWARD 
W m RECORDS RETENTION SCHEDULE 
(DOS SSO-I) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

JS7S WATERLOO ROAD 
f*.o. sox S7i 

JESHJP. MARYLAND X07M 

AGENCY RECORDS INVENTORY 

S A C E 7 or __ 7 

i 1. DEPARTMENT/AGENCY 
DPZ/DZA&E 

1. DIVISION 
Zoning Admin. & Enforcement 

S. U N I T 
n/a 

O C T IN ITI ON-RECORD SERIES -* • * O U P O F ««LATED RECORDS ftONMAL.LV P I L t D AND USED AS A WHIT PT>* 
M P I R O t C E AS W E U . A* RETENTION AND DIIWIITION PUNPOSra 

«. RECORD SERIES TITLE 
, Administrative Adjustment Files 
I 

s. EARLIEST.TEAR/LATEST YEAR 
. T O current 

[ 
• . RECORD SERIES DESCRIPTION (•M,KR,-Y OWSCRISJE TKK TYPES OF IHFORMAT1ON/DOCUMENT!/FORMS FOUND 

I H THE SERIES. INCLUDE TME PURPOSE on PSNCTIOM or TMK SEPrirsi 
a. Application 
b. Property Plat 
c. Certification of Posting of Property 
d. Correspondence 
e. Director's Decision 

1. RECORD SERIES FORMAT(S) 

^ ^ E T T E R SIZE O MICROFILM 

O LEGAL S I Z E O COMPUTER TAPE 

. O BOUND BOOK O FLOPPY D I S K 

O A U D I O TAPE O VIDEO T A P E 

O OTHER(SPECIFY) 

t. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

P NUMERICAL 

P CHRONOLOGICAL 

O CEOGRAPHICAL 

O OTHER(SPECIFY) 

S. VOLUME 
P FILE DRAWER(S] 
0 MICROFILM REEL(S] 

R O COMPUTER TAPE ( S } 
NUMBER D O T H E H J B P E C P Y J 

10. ANNUAL ACCUMULATION 
FILE DRAWER(S) 

1-1/2 ° MICROFILM REEL(S) 
CTBSTir 0 COMPUTER TAPE( S ) 

. D m v F B i e p r n r v l 

FILE IS USED 
CKOAILY O SECKLY O MONTHLY 

1 1 ' FILE BECOMES INACTIVE AFTER 
O M O N T H ( S ) B Y E A R ( 8 ) 

IS. CURRENT LOCATION(S) (BLOC..FLOOR.ROOM) 

George Howard 

14. I S RECORD SERIES DUPLICATED ELSEWHERET 
l l F Y E S , SP rC IFV AOEMCY on OFFICE) 
O Y E S Ox N O • 

IS. ACCESS RESTRICTIONS O Y E S & N O 
4 IF rmm, C I T S L A « ( S ) * RKOUUATION{S) 

if. A U D I T REQUIREMENTS'After 7 years, 
N O N E O S T A T E O FEDERAL O INDEPENDENT 

17. IS A N INDEX SYSTEM USED? ( l r v«B .EJ7LJMN 
ORIBFLV AND DESCRIBE ANY MAfTDBARc/SOFTS ARE ) 

O Y E S O N O • 
I 

is. IVCOMMENOED RETENTION After 7 years,; 
microfilm specif ied.items.,, Validate i. 
microfilm and retain' perit^enf ly"wi*tn 
periodic transfer to-State Archives Destroy paper. 

I t . NAME A N D TITLE OF PREPARER 
Marsha McLaughlin 
File Retention Officer 

10. TELEPHONE NUMBER 
(410) 313-2350 • 

St. D A T E 
3/6/92 

http://ftONMAL.LV


INSTRUCT IOMS•-TYPE O R PRINT A 
SEPARATE FORM FOR EAC H N E W O R 

DEPARTMENT OF JBENERAL SERVICES 
RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY 

REVISED RECORD SERIES. FORWARD 7X71 WATERLOO ROAD 
^ ^ T H RECORDS RETENTION SCHEDULE 
I^Bas sso-i) 

P.O. BOX'l71 
JESSUP, MARYLAND X07I4 PAGE 3 OF 7 

| |. OEFARTMENT/AGENCY X. DIVISION S. U N I T 
DPZ/DZA&E Zoning Admin. & Enforcement n/a 

DEFINITION-RECORD SERIES-* " " O I " °' K*«-ATEO RECORDS NORMALLY PILED AND US C D AW A UNIT FOR 
REFERENCE AW BEI-L AW RETENTION AND DIWROBITION FURROaEB 

4. RECORD SCRIES TITLE 
Zoning Violation Files I . EARLIEST YEAR/LATEST YEAR 

1949 Y O current 
«. RECORD SERIES DESCRIPTION ( • * , K F l ' V OESCRIRE THE TYRES OP INFORMATION/DOCUMENTS/FORMS POUND 

THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPtEE) 

a. Zoning Violation Origination Form 
b. Inspection Reports 
c. Photographs 
d. Telephone Notes 
e. Correspondence 
f. Zoning Violation Notice 
g. Cease and Desist Order 
LI. Court Decision 

7. RECORD SERIES FORMAT(S) 

C^LETTER SI2X O MICROFILM 

EGAL SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

D AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC IFY J 

S. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

PX NUMERICAL 

Q( CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPEC IFY) 

VOLUME 

8 
NUMBER 

^ FILE DRAWER(S] 
O MICROFILM R E E L ( S ] 
O COMPUTER T A P E ( S ) 
O OTHER[SPEC I FY J 

10. ANNUAL ACCUMULATION 
R FILE DRAWER(S] 

]-L?2° MICROFILM REEL(S) 
KUUbHt D COMPUTER TAPE(S) 

• D gmrp(tiPrriry) 
II. FILE IS USED 

)P DAILY LEKLY D MONTHLY 

I S . CURRENT LOCATION!S) (BLDG. .FLOOR,ROOM) 

George Howard 

IX . FILE BECOMES INACTIVE AFTER 
J D MONTH(S} YEAR(S) 

14. IS RECORD S E R I E S DUPLICATED ELSEWHERET 
( I F YES, SPECIFY AOENCV OR OFFICE/ 
O Y E S H N O 

I S . ACCESS RESTRICTIONS O Y E S QXNO 
( i P YES, CITE LAW(s) * REQUUATION(E) 

IS. A U D I T REQUIREMENTS 

B NONE O STATE O FEDERAL O INDEPENDENT 

17. 16 A N INDEX SYSTEM USEOT (IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

O Y E S OX N O 

is. RECOMMENDED RETENTION After 7 years, 
microfilm specified items. Validate microfilm aha retain permanently wit 

' periodic transfer to State Archives. 
Destroy paper. 

T ^ s n ^ J u g h ^ n ^ " " 
File Retention Officer 

X0. TELEPHONE NUMBER 

(410) 313-2350 • 
XI. D A T E 

3/6/92 

D C S SSO-4 (REVISED 1/S?t 



AGENCY RECORDS INVENTORY 

I. DEPARTMENT/AGENCY 
DPZ/DZAfrE 

I. DIVISION 
DZA&E 

t. U N I T 
n/a 

DEFINITION' , C S . A mmovr o r RELATED RECORDS NORMALLY n u o AND USED AS A UNIT row 
REFERENCE AS WEU. AS RETENTION AND D H N > I I T I O M > U » M l t » ^_ 

4. DCS T1T1JE 
Zoning Map and Regulation Amendment Files ». CARL. I EST TEAR/LATEST YEAR 

1948 ^ current 
• . RECORD SCR ICS DESCRIPTION |** ,« R«- T DESCRIBE THE TYPES O P INFORMATION/DOCUMENTS/FORMS POUND 

*•* THE SERIES. INCLUDE THE PURPOSE OR PSNCTION OF THE SEPIES) 
a. Petition of Proposed amendment 
b. Property Platt 

c. Planning Board Recommendation & Staff Report 
d. Affidavit by Petitioner 
e. Certification of Notice of Hearing 
f. Certification of Posting of Property 
g. Correspondence 
h. Exhibits 
i. Resolution and/or Decisions & Orders 

I. RECORD SERIES FORMAT(S) 

tfLETTER SIEE O MICROFILM 

f ^ ^ G A L SIZE O COMPUTER TAPE 

O SOUND BOOK O FLOPPY D I S K 

D A U D I O TAPE O VIDEO T A P E 

D OTHER(SPECIFY) 

•. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

D NUMERICAL 

B CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY] 

• . VOLUME 
V PILE DRAWER(S) 
0 MICROFILM REEL(S) 

B D COMPUTER TAPE ( B ) 
N U M B E R p QTHER(SPEC 1 FY} 

I. RECORD SERIES FORMAT(S) 

tfLETTER SIEE O MICROFILM 

f ^ ^ G A L SIZE O COMPUTER TAPE 

O SOUND BOOK O FLOPPY D I S K 

D A U D I O TAPE O VIDEO T A P E 

D OTHER(SPECIFY) 

•. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

D NUMERICAL 

B CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY] 
10. ANNUAL ACCUMULATION 

FILE DRAWER!S) 
1-1/2 ° "HCROFILM REEL(S) 

R Q B l T r 0 COMPUTER TAPE!S) 
. D envrol Kix-r i r v \ 

10. ANNUAL ACCUMULATION 
FILE DRAWER!S) 

1-1/2 ° "HCROFILM REEL(S) 
R Q B l T r 0 COMPUTER TAPE!S) 

. D envrol Kix-r i r v \ 

PILE IS USED 
JP D A I L Y 0 MEEKLY O MONTHLY 

1 1 • FILE BECOMES INACTIVE AFTER 
—JL—. ° »«ONTH(S) R YEAR(8 ] 

I X . CURRENT LOCATION!S) (BLDG..FLOOR,ROOM) 
George Howard Building 

14. I S RECORD S E R I E S DUPLICATED ELSEWHERET 
l l F YES . SPECIFY AOENCY BR O F F I C E ) 
O Y E S JP N O 

II. ACCESS RESTRICTIONS O Y E S 0 N O 
4 » F VCS, CITE LAW(s) • RSOULAT1 O N ( S ) 

It. A U D I T REQUIREMENTS 

* N O N E O S T A T E O FEDERAL 0 INDEPENDENT 

17 . IS AM INDEX SYSTEM USED? ( |r YES.EJlPLA IN 
BRIEFLY -AND DESCRIBE A N Y M A R O B A R E V S O F T B A B B ) 
• • 

O Y E S a N O • 
I S . RECOMMENDED RETENTION 

After 7 years, microfilm specified items. Validate 
•microfilm & retain permanently with • 
periodic transfer to State Archives. 
Destroy paper. 

It. NAME A N D TITLE O F PREPARER 
Marsha McLaughlin 
File Retention Officer 

(410) 33 3-2350-
1 

X I . D A T E 
3/6/92 

D C S ISO-4 (REVISED X/S7) 



STRUCT IONS- -TYPE O R PRINT A 
SEPARATE. FORM POR E A C H N E W O R 
*REV1 BED RECORD SERIES. FORWARD 
J M M RECORDS RETENTION SCHEDULE 

••••!) 

CCPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

V17S WATERLOO ROAD 
R . O . S O X 1 7 1 

JESSUP. MARYLAND 107*4 

AGENCY RECORDS INVENTORY 

P A C E . 5 O F 7 

1 1. DEPARTMENT/A6CNCY 
DPZ/DZA&E 

S . DIVISION 
Zoning Admin, and Enforcemen 

». U N I T * 
V a 

DEFINITION-RE CORO SERIES-* m m O U P °* BELATED RECORDS NORMALLY PILKO AND USED AW A UN IT FOR 
REFERENCE AS WELL AW RETENTION AND DISPOSITION P U R M I M 

i 4. RECORD SCRIES T I T L E 
1 Beard cf Appeals - Departmental Appeals 
j , ; 

*. EARL j E S T TEAR/LATEST TEAR 
]970 ^current 
* T O • 

• RECORD SERIES DESCRIPTION | " N , * F T - T OESCRIDE THE TYPES O F INFORMATION/DOCUMENTS/FORMS FOUND 

I WR THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP TME SER-IES] 

a. Petition of proposed appeal 
; b. Property Plat 
; c. Department Affect - Staff Report or Comments 

d. Affidavit by Petitioner 
e. Certification of Notice of Posting & Posting of Property 
f. Correspondence 
g. Exhibits 
h. Resolution and/or Decision & Order 

I. RKCOrO SERIES FORMAT(S) 

IXTTUR SIZE O MICROFILM 

^ ^ L E G A L S I Z E O COMPUTER T A P E 

O SOUND BOOK O FLOPPY D I S K 

D A U D I O TAPE O VIDEO T A P E 

O OTHER(SPEC1FY] 

• . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

D> NUMERICAL 

CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

S. VOLUME 
» FILE DRAWER(E) 

g 0 MICROFILM REEL(S) 
O COMPUTER TAPE T S > 

NUMBER p 0YHER(6PEC1 FY) 

10. ANNUAL ACCUMULATION 
FILE DRAWER(S) 

l-]/2 ° MICROFILM REEL(S) 
SOBBTT 0 COMPUTER TAPE(S) 

. O im»»[«N-rirv] 
FILE IS USED 

CKDAILY O WEEKLY O MONTHLY 
, S * FILE BECOME 

mmrr ° 1 

S INACTIVE AFTER 
NONTH(S) D Y E A R ( S ) 

IS. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM} 

George Howard Building 

14. I S RECORD S E R I E S DUPLICATED ELSEWHEREt 
( I P Y E S . SPECIFY ABBNCV OR OFFICE) 
o Y E S Q; NO 

IS. A C C E S S RESTRICTIONS O Y E S ID N O 
4 IF VKS, C I T S LAW(S) * MOULATION( B ) 

IS. A U D I T REQUIREMENTS 

yP N O N E O S T A T E O FEDERAL D INDEPENDENT 

• 7. IS A N INDEX SYSTEM USEDT (IF YES .EXPLAIN 
SMtlKPLY A N D DESCRIBE ANY MAftDB ARE./ SOFTWARE ) 
• • 

O Y E S OX M O 

• 
is. RECOMMENDED RETENTION After 7 years, 

microfilm specified items.• Validate 1 

microfilm and retain permanently with 
periodic transfer to State Archives , 

• S . N A ME A N D TITLE OF PREPARER 
Marsha McLaughlin 
File Rentention Officer 

1 1 . D A T E 
3/6/92 

D C S SS0-4 (REVISED I/S7) 



JNSTRUCT IONS• -TYPE OX PRINT A ~-
SEPARATE FORM FOR EACH N E W OR 

• REVIEEE RECORD SERIES. FORWARD 
-f-tJH RECORDS RETENTION BTMEIXAE 

SSO-I) 

DEPARTMENT "OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

*t7S WATERLOO ROAD 
•».©. BOX'an 

JESSUP. MARYLAND S07S4 

AGENCY RECORDS JNVENTORY 

R A G E . 6 OF . 7 

I. DEPARTMENT/AGENCY 
DPZ/DZA&E 

a. DIVISION 
8onin^ Admin. &T32nforeBraeht 

». U N I T 
n/a 

DEFINITION •RECORD SERIES** • * O U F ° r RRLATWD RECORDS NORMALLY PILED AMD U S E D AW A UNIT FOR 
REFERENCE AS WWLL AW RETENTION AND DISPOSITION PURPOara 

j 4. RECORD SERIES TITLE 
1 Board of Appeals - Special Exception, Variance & Non-conformin< 
i Uses 

B . EARLIEST TEAR/LATEST YEAR 
v1948 T O current 

I S . MECORD SERIES DESCRIPTION | * * , « F , - T DESCRIES THE TYPES OF INFORMATION/DOCUMENTS/FORMS POUND 

I W R THE SERIES. INCLUDE THE PURPOSE OR PBNCTION OF YME DEFIES) 

a. Petition 
j b. Property Plat 
• C. Planning Board Recommendation and Staff Report 

d. Affidavit by Petitioner 
e.f Certification of Notice of Hearing & Posting of Property of Property 
f. Correspondence 
g. Exhibit 
h. Resolution and/or Decision and Order 

I . RECORD SERIES FORMAT(S) 

£ LETTER SIZE O MICROFILM 

^ p L E G A L S I Z E D COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

D A U D I O TAPE O VIDEO TAPE 

D OTHER(SPECIFY) 

S . RECORD SERIES SEQUENCE 

O ALPHABETICAL 

B¥ NUMERICAL 

CHRONOLOGICAL 

D GEOGRAPHICAL 

O OTHER(SPECIFY) 

S . VOLUME 
FILE DRAWER(S) 

O MICROFILM REEL(8) 
J L _ C COMPUTER T A P E | S ) 

O OTHER(SPECIFY) 

!0. ANNUAL ACCUMULATION 
(X FILE DRAWER( S ) 

2 O MICROFILM REEL(S ) 
tTUGTETT 0 COMPUTER TAPE(S) 

. O M v r a / « w r i r v \ 
| L * FILE IS USED 

OX D A I L Y O WEEKLY O MONTHLY 
FILE BECOMES INACTIVE AFTER 

— i — . O M O N T H ( S ) * TEAR(S) 

la. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 

George Howard Building 

14. I S RECORD S E R I E S DUPLICATED ELSEWHEREt 
f IF YES, SPECIFY AGENCY OR OFFICE) 
O Y E S O: N O 

tS. A C C E S S RESTRICTIONS O YES C^NO 
4«P T B S , C I T S LAW(s) * NSOULATION(S) 

I S . A U D I T REQUIREMENTS 

•J N O N E O S T A T E O FEDERAL O INDEPENDENT 

17. I S A N INDEX SYSTEM USEBT ( IF V*S.EXPLAIN 
. BRIEFLY <AKD DESCRIBE ANY MAROBARCVSOFTWARE ) 
• • 

O Y E S B R O • 
is. RECOMMENDED RETENTION After 7 years, 

microfilm specified items, Validate 
.microfilm"and retain permanently with 
periodic transfer to State Archives. 

I S . N A M E A N D TITLE O F PREPARER 
Marsha McLaughlin 
File Retention Officer 

S O . TELEPHONE NUMBER 
(410) 313-2350. 
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f. DEFARTMENT/AQCNCT 
DPZ/DZA&E-

E. DIVISION 
Zoning Admin. & Enforcement 

S. «MIT 
n/a 

DEFINITION •RECORD SERIES'* * * O W * SSJLATED RECORDS NORMALLY* F ILED AMD VSBD AS A UNIT FOR 
REFERENCE AS SELL AS RETENTION AND DISPOSIT ION NIRMIH 

i 4. RECORD SERIES TITLE 
J Board of Appeals - Sign Requests 
I 

» . EARLIEST TEAR/LATEST YEAR 
1973 current 
•> TO 

. ' •. RECORD SERIES DESCRIPTION DESCRIBE THE TYPES OP INFORMATION/DOCUMENTS/PORMf POUND 

I I N fME SCRIES. INCLUDE THE PURPOSE OR PBNCTI ON Or TNE SEP IES ) 

a. Petition of Proposed Request 
; b. Property Fiat 

m : c. DPW Staff Report 
'. • d. Affidavit by Petitioners 

e. Certification of Notice of Hearing & Posting of Property 
f. Correspondence 
g. Exhibits 
h. Resolution and/or Decision & Order 

9. SECCRD SERIES FORMAT(S) 

DXLETTER SIZE O MICROFILM 

LEGAL S I Z E O COMPUTER T A P E 

O SOUND BOOK O FLOPPY D I S K 

D A U D I O T A P E O V I D E O T A P E 

D OTHER(SPECIFY) 

S. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

H NUMERICAL 

B CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

X. VOLUME 
• PILE D R A W E R ( S ) 

g D MICROFILM REEL(8} 
. 0 COMPUTER T A P E ( S ) 
N U M B E R e OTHERlSPECIFY) 

10. ANNUAL ACCUMULATION 
& FILE D R A W E R ( S ) 

]/3 O MICROFILM REEL(S) 
fronrr o COMPUTER TAPEISJ 

1 1 ' PILE IS USED 
Ct D A I L Y O WEEKLY O MONTHLY 

PILE BECOMES INACTIVE AFTER 
O M O N T H ( S ) )C YEAR(B) 

IX. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 

George Howard Building 
• 4. IS RECORD S E R I E S DUPLICATED CLSEWHERET 

f l P Y E S , S P E C I F Y A B E M C Y O R O F F I C E ) 
o Y E S yp N O 

IS. ACCCBS RESTRICTIONS O Y E S fiV N O 
4*P TBS, C I T S LAW(s) * R S O U L A T I O N { S ) 

IX. A U D I T REQUIREMENTS 

» N O N E O S T A T E O FEDERAL 0 INDEPENDENT 

17. IS AM INDEX SYSTEM USEDf ( ir Y E S . E X P L A I N 
SB5IRFLY <AKD D E S C R I B E A M Y H A R D W A R E / S O F T W A R E ) 

O Y E S X) N O • 
IX. RECOMMENDED RETENTION After 7 years, 
microfilm specified items. Validate 
microfilm- & retain permanently with 
periodic transfer to Sfate Archives 

IX. N A M E AND TITLE O F PREPARER 
Marsha McLaughlin 
File Retention Officer 

XX. TELCPMQNC NUMBER 
(410) 313-2350 , 8 1 3/6/92 
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